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Browser

 Internet Explorer 10 or above (non-compatibility mode)

 Firefox 20 and above

 Chrome 26 and above

Components

 Turn off the popup blocker in your Browser

 Use Adobe Acrobat Reader  (free download)

 Enable Javascript in your browser (this should already 
be set in your browser)

System Prerequisites



Pop-Up Blockers

TURN OFF ALL

POP-UP BLOCKERS



1 At the top right, click the Tools
Menu, then click Internet Settings

2 Select Privacy, then click Settings

3 Type in the website then click Add

4 The site will be added to your 
Allowed Sites. Click Close to finish 

Allow Pop-Ups in Internet Explorer Browser



1 At the top right, click the 
Chrome menu, then click Settings

2 Click Show Advanced Settings

3 Under Privacy, click Content Settings

4 Click Manage Exceptions. Locate/add
Website, set to Allow, then click Done 

Allow Pop-Ups in Chrome Browser
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• Only one user account can be set up for your Company Account.  

• All passwords must follow this format 8-15 alphanumeric 

• Try ‘Forgot Your Password’ or ‘Reset Your Password’ if you are not able to log in.   

• Your User Account will be DISABLED if you enter the wrong password more than 5 times 
consecutively.   If your account is disabled, you will see a message when you try to log in.  
Admin will get a message to enable the account. 

• If you have not used your account for a little more than one year and a half, your User 
Account will be disabled or revoked and you will not be able to log in.   

• If you still cannot log into your account, contact the System Administrator.  Once the 
account is disabled, only the System Administrator can enable the account. If the account 
is revoked, you will need to register a new user account. Write an email to or call the 
System Administrator.  The System Admin will let you know what to do.  

• It is always best if you click on the Log Out button.   To sign out of the system, click the 
Log Out button on the right hand side.  You will be logged out of the system safely. 

Log-In Security Rules



All Users Must Register



New User Registration

2 New User Registration



New User Registration 

3

4

Click Save and wait for account approval email

User and Admin receive registration email notification



ADD FACILITY



1

2

Add New Facility

Add Facility

Enter Facility Info and click Save



3 Enter Owner Operator details and click Save

4

Add Facility

Enter Mailing Address details and click Save



START A 
NEW REPORT



List of Submissions



Start Report

Check Report Type and select Report Class 1



REPORT 
HOMEPAGE



Edit Facility Information 

1. Facility Information

2. Chemical Inventory

3. Subject to Status

4. Report Contacts

5. Attachments

6. Fee Exemption

7. Fee Summary

8. Certification



Chemical Inventory

1. Facility Information

2. Chemical Inventory

3. Subject to Status

4. Report Contacts

5. Attachments

6. Fee Exemption

7. Fee Summary

8. Certification



1. If you select an EHS CAS number from the 
lookup, then the EHS check box on the Add 
Chemical page will be automatically checked

2. EHS must be reported as Pure 

3. When reporting a Mixture, enter both the 
product CAS and component CAS numbers 

4. System calculates the TPQ across the facility 
by aggregating the EHS amount in Pure and 
Mixes and identifying if it is above or below 
the threshold

Chemical Rules



1

Enter Chemical Inventory

Add a new chemical record never entered in the system
Import chemical name/CAS from another facility in company account 
Edit an existing chemical record in the facility
Delete an existing chemical record in the facility



Enter Chemical Inventory

Enter Chemical manually or use the CAS/Chemical Lookup2a

Pick result from the Look-up listing 2b



3a CAS Number and Chemical Name are populated once you choose from 
the Search results listing

Enter Chemical Inventory



3b If you enter an EHS with a two TPQ values, you will need 
to select more details about the format of the chemical.  
Each format must be reported separately

Enter Chemical Inventory



4 Complete each column and click Save

Enter Chemical Inventory
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If you select Mixture, then the Mixture section will display at the bottom
1. Answer the question about whether mixture components contain an EHS

If Yes, the EHS component must be reported. If No, then mixture reporting is voluntary
2. Click Search icon to search for CAS number and Chemical Name or manually enter the information 
3.    Enter the Percentage
4.    Click on Save Mixture Component button
5.    Click Save at the bottom if you are done adding mixture components

Enter Chemical Inventory



6 Complete Storage and Inventory Section and click Save.

Enter Chemical Inventory



6a

Gallons Converter



6b Click More Storage Locations link

1. Choose Container Type, Pressure, Temperature from the list

2. Check if the storage location is confidential

3.   Enter the Location and Storage Amount

4.   Click Save Storage Location

5.   Click Save if you are done with adding Storage Locations

Enter Chemical Inventory



Subject to Status

1. Facility Information

2. Chemical Inventory

3. Subject to Status

4. Report Contacts

5. Attachments

6. Fee Exemption

7. Fee Summary

8. Certification



Subject to Status

1

Enter the subject to status information.
312 Status is automatically marked Yes if reporting a Tier II
302 Status is automatically marked Yes if Chemical Inventory 
has an EHS over TPQ 
Once completed, click Save



Report Contacts

1. Facility Information

2. Chemical Inventory
3. Subject to Status

4. Report Contacts

5. Attachments

6. Fee Exemption

7. Fee Summary

8. Certification



Report Contacts

1 Complete Contacts information and click Save. Use the lookup tools to 
carry contacts over from other facilities in your account



Attachments

1. Facility Information

2. Chemical Inventory

3. Subject to Status

4. Report Contacts

5. Attachments

6. Fee Exemption

7. Fee Summary

8. Certification
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Enter Attachments

To attach, start by clicking
Browse

Identify the location of site plan 
on network. Click Open.



Fee Exemption

1. Facility Information

2. Chemical Inventory

3. Subject to Status

4. Report Contacts

5. Attachments

6. Fee Exemption

7. Fee Summary

8. Certification



Fee Exemption

1 Complete the Exemption Questionnaire then click Save



Certification

1. Facility Information

2. Chemical Inventory

3. Subject to Status

4. Report Contacts

5. Attachments

6. Fee Exemption

7. Fee Summary

8. Certification



Fee Questionnaire



1

Based on the Fee Exemption status

Payment Steps



Payment Steps

Choose the payment method and select Continue 2



Enter Payment Details and select Continue

4

Payment Steps



Certification

Preview/print report and complete Certification details if complete 1



2 Check Certification box and select submit  

Certification



• One-Stop Reporting: Facilities no longer need to submit three 

separate Tier II reports to the state, LEPC, and fire departments. A single 
submittal through Tier II Manager satisfies reporting to all three entities 
(unless the LEPC and/or fire department requests paper Tier II reports from 
the facility)

• Manage Facility Chemical Inventory: LEPCs and fire departments 
can search for and delineate chemical types and quantities reported 
through the online portal for planning purposes 

• Automatic Notifications: LEPCs and fire departments are instantly 
notified about facility notifications/updates.

• Previous Facility Information:  Facility data entered last year has 
been uploaded to Tier II Manager; however, facilities will need to 
make some edits to facility contacts and chemical data to conform to 
the new platform, and submission of new site plans is required. 
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Notification



SARA Program Contact Information:
www.in.gov/dhs/3893.htm

 tier2.dhs.in.gov

 Marc Torbeck
SARA Program Specialist

mtorbeck@dhs.in.gov (317) 234-9696

 Ian Ewusi
SARA Program Manager

iewusi@dhs.in.gov (317) 695-2119

http://www.in.gov/dhs/3893.htm
mailto:mtorbeck@dhs.in.gov
mailto:iewusi@dhs.in.gov

